
VENDOR SELF SERVE REGISTRATION

for Vendors with existing Bay County Vendor numbers
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Also included in this document are sample emails you will 

receive upon completion of the process



STEP1: CREATE USER ID & PASSWORD

User ID: this is your personal 

login

Password: your personal 

password

Vendor ID: what is the Bay 

County assigned vendor 

number (this was provided in the 

introduction letter)

FID/SSN: Federal 

Identification Number (FID) 

or Social Security Number 

(SSN) provided to Bay 

County



STEP 2: GENERAL INFORMATION

As an existing Bay 

County vendor, this 

information will 

populate with the 

information currently 

on file with Bay 

County.  Please take 

time to review and, if 

necessary, update 

any information



STEP 3: REMITTANCE INFORMATION

This section will 

also populate with 

the information 

currently on file 

with Bay County.  

Please take time 

to review and, if 

necessary, update 

any information



STEP 4: CONTACTS & COMMUNICATION

PREFERENCES

If you would like 

purchase orders 

e-mailed to you an 

e-mail address 

must be provided.



STEP 5: REVIEW

After clicking 

“register” you will 

receive an e-mail 

notifying you that 

your request to be 

added as a 

Registered User 

to the Vendor Self 

Serve website has 

been completed



COMPLETED REGISTRATION

This is a system generated e-mail notifying you 

that your request has been processed and will 

provide you with the website address and your 

user name



REGISTRATION FINALIZED

This e-mail is sent to you by the Purchasing 

Office notifying you that a vendor number has 

been assigned and that the registration process 

is complete



ASSISTANCE

 If you need any assistance or have any questions 

please feel free to contact Frances Horgan, Bay 

County Purchasing Agent at 989-895-4037 or by   

e-mail: horganf@baycounty.net

 Thank you.

mailto:horganf@baycounty.net

